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Personnel Management  
 
The Personnel Management feature can be used for: 
 

• Adding a New Employee   
• Managing the Favorites List 
• Assigning a Temporary Tour of Duty 
• Changing the Permanent Tour of Duty 
• Displaying Team Assignments 

 
Detailed instructions for each of these tasks can be found in the Process Instructions from  
On-Line-Help. 
 
Changing Tour of Duty for Employees 

To change the Permanent or Temporary Tour of Duty for an employee, click the Personnel Management link 
on the ATAAPS Main Menu. 

 

 

Click 
Here 
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1. Following is the screen for changing an employee’s tour of duty.  Select the desired Team by using the 
drop down menu and display that Team by clicking on the Team button.  Select the employee that you 
wish to change the tour of duty for by using the drop down menu and clicking on the Employee button to 
select.  Once the employee is displayed, select the Perm Tour link to change the Permanent Tour of 
Duty.  

 
 

 

Click Here After 
Selecting Team 
and Employee 

 
 
 
2. Using the Add Tour drop down menu, select the Pay Period this change is to become effective.  Then click 

the Add Tour button.   
 
 

Click 
Here 

Second 
Click Here 

First 
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Click 
Here First Click 

Here 
Second 

 
3. Select the Alternate Work Schedule (AWS) drop down and choose the employee’s AWS.   After selecting 

the proper AWS for the employee, click the “Update AWS” button.  If needed, change the employee’s 
Duration Hours for each day.  When finished with updating all Duration Hours, click the Calculate and 
Validate Total button at the bottom of the screen to verify the correct number of hours for each day of the 
pay period.  Click the Save and Close button at the bottom of the screen to save changes. 

 

 

Then Update the 
Duration Hours 

for Each Day 
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1. Following is the screen for changing an employee’s tour of duty.  Select the desired Team by using 
the drop down menu and display that Team by clicking on the Team button.  Select the employee 
that you wish to change the tour of duty for by using the drop down menu and clicking on the 
Employee button to select.  Once the employee is displayed, select the Tour Day link to change 
the Temporary Tour of Duty for a specific pay period. 

 

 

Click Here After 
Selecting Team 
and Employee 

 
2. Using the Add Tour drop down menu, select the Pay Period this change is to become effective.  

Then click the Add Tour button.  
  

 

Click 
Here 

Second 

Click Here 
First 
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1. The following will appear.  
  

 
Click 
Here  

 
 

2. Click on the Book icon and the following screen will appear.   
 

 

Click Here to 
Change 

Duration Hours

 
 
3. If needed, select the Alternate Work Schedule (AWS) drop down and choose the employee’s AWS.   After 

selecting the proper AWS to update for the employee, click the “Update AWS” button.  If needed, change 
the employee’s Duration Hours for each day; this would be where you change the AWS day for an 
employee.  When finished with updating all Duration Hours, click the Save & Close button at the bottom 
of the screen to save changes. 
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Entering Labor Hours 
 
1. The items in blue and underlined on the following screen are available for selection.  To enter labor hours, 

click on "Labor." 
 

 

Click
Here

 
2. The following is the screen for entering labor hours.  Select the desired Team by using the drop down 

menu and display that Team by clicking the Team from the drop down list and then click on the Team 
button.  Select the employee that you wish to record hours for by using the drop down menu and clicking 
on the employee’s name then click the Employee button.  Select the desired pay period from the drop 
down menu and then clicking on the Pay Period button to display or use the arrow buttons next to the drop 
down menu.  To enter labor hours, click on the Insert Row Button located below the Reported Hours line. 

 

 

Click 
Here 
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3. The screen will change to look like the one below.  This will display a selection of pre-determined 

WC/Tasks/Job Order combinations.   

Make Your 
Selection First 

Click Here 
Second 

 
 

4. You are now ready to input Labor Hours.  Enter time by typing the number of hours,  i.e., 8, 9, 7.45.  
(NOTE: Whole hours are entered by just entering the number, i.e. a 4 with no decimal.  Partial hours are 
entered as HH.MM (hours, hours, minutes, minutes) by using a decimal point not a colon.  For example:  
quarter hours are .15, .30, and .45).   All hours must be recorded in 15-minute increments.  Below is an 
example. 
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5. Click the save button to update the database.  If you fail to click the save button before closing the window, 
the system will not save the entry.  Also, number of hours must be entered for each row created or the 
system will display the message:  "Labor Duration Not Entered" under the line where no hours have been 
entered.  The system will also alert if the number of hours entered exceed the scheduled hours (regular 
hours) on any given day by an  above the day where the problem occurs as shown below.  ALL errors 
must be corrected before successfully saving all entries to the database.  If time is correctly entered, no 
error messages will display after clicking the save button.  The system has saved all entries to the database. 

 

 

Click Here 
first to 
delete a 

row. 

Click Here 
second to 
delete a 

row. 

 
To delete a row: 
 

• Select the row to delete by clicking in the Delete Check Box Field (shown above under  
the trashcan icon). 

• Click the Delete Rows Button 
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Recording Differential, Hazard and Other Hours 
 
1. To show sick leave as "Family Friendly" enter the hours for the day that it applies.  Then click “Save” and 

then click on the "NtDiff/Haz/Oth" button located below the row on the screen.  The page will change as 
shown below: 

 
 
2. You then click on "add" below the day the entry will apply to and the system will display the following 

screen: 
 

   

Click Here After 
Selecting the Reason 

Code Above 

 
3. Choose the reason that applies and click the "Reason" button.  The system will return to the labor screen 

and the proper code under the day you indicated as shown below: 
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4. Click the "Save" button to post the entry to the database. 
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To Display Summary Hours for the Pay Period 
 
 
1. To review the information for the pay period, click on the summary button.  The screen will change as 

shown below: 
 

 
 
 
 
2. To return to the labor screen you click on either "Back" located on the left side of the screen. 
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Uncertified Employees Report 
 
1.  Select the Inquiries option from the ATAAPS Main Menu. 

 

Click 
Here 

 
2. Select Uncertified Employees using the radio button.  Then Click Continue. 
 
3. Select the current Pay Period or select a specific Pay Period.  
 
4. Select the Roster/Team you wish to query by highlighting and clicking “Add”. 
 
5. Select the “Process” button. 
 
ATAAPS will display the number of employees whose time has not been certified and who is their designated 
certifier.  To display the employee and the certifier, select the Uncertified Time Detail option as shown below. 
 

Click 
Here 
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Certifying Time and Attendance 
 
1. Select the certification link on the Main Menu page.  The following page is then displayed.  (All 

employees and SSNs are fictitious.) 
 

 
2. To view the labor details for an employee, click the book icon next to the employee’s name. 
 
3. To certify an employee’s data, click in the certify check box.  To decertify uncheck the box.   
 

Note:  The certify check box will be grayed out if all employee tour hours have not been reported or if 
the certification window is not yet open.   

 
4. To access an alternate certification roster, click on the roster drop down, and then click the roster button. 
 
5. To change pay periods click the << button to proceed to the prior pay period or the >> button to see the 

next pay period.  Alternatively click the pay period drop down, select the desired pay period and click the 
pay period button. 

 
6. Click Save. 
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ATAAPS Help Function 
 
For a complete list of help topics in ATAAPS, click on the Help link located in the lower right portion of the 
Main Menu.  This will open an additional copy of the web browser with links to all help pages. 
 

 

Click Here 
To Close 

 
For detailed help on any ATAAPS web page, click on the Help link located in the lower right portion of all 
web pages.  This will open an additional copy of the web browser with specific informative help pages and 
links. 
 

 

Click Here 
To Close 

 
Note:  You will need to close this window by clicking on X in the upper right corner of either window. 
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